APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE

DEPARTMENT OF ARCHIVES AND HISTORY
IIEQORDS MANAGEMENT DIVISION

INSTRUCTIONS See Publication No. 76—RM-1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section. .

1. Agency Address . ' FOA RECORDS MANAGEMENT USE

FOR AGENCY USE
Application Dete - Department of Education Application Number
Office of Imnstructional Services 8?_- Ll q
Application Number Division of Curriculum Services Date Received Date Completed
Atlanta, GA . FEB 15 1082 I Mo 2 G2
2. Pesson to Contact Working Title Telephone Number
Gwen Campbell Principal Secretary ' 656-2412

3. Action Requested

a. Establish Retention Schedule; record will continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated,

c. O Amend Application No. Check One: O Change; [ Supercede; [0 Void

4. Dates of Series
Earliest - Latest

| to present

5. Records Series Title (followed by title used in office; if different)

Curriculum Contracts Files

6. Division I;“'Id Office Function

What is the function of the Division and the Office in which this record series is created?

The Division of Curriculum Services is responsible for providing consultative services

and technical assistance to the 187 local school systems in the maintenance, improvement,
and expansion of X-12 instructional programs in math, science, language arts, social
studies, health, physical education, driver education, music, art, and foreign languages.
General leadership is given through the three operating units: Early Childhood and Middle
Grades Education Unit, Secondary Education Unit, and Humanities Education Unit.

7. Record Series Description

Included are:  Requests

File is arranged:

This file contains the followmg documents !mclude form numbers and titles, if any):
Attach samples of the file.

Documents relating to:  developing, administering and monitoring contracts for curriculum
development.

for contracts, contract copies, Requests for Payment, consultant

expense statements, field purchase orders and related documents.

chronologically by date.

8. Monthly Referance Rate
One to six months old

twenty-five months and older

How often are records referred to which are:

: Seven to twelve rnorrths old____ : Thirteen totwentyfourmonthsold ____ ___;
?

Letter-size drawers

9. Annual Rate of Accumulation of Records

;: Legalsize drawers

;Shelves ' Other (specify)

" AR-5%0-71; Rei.76 - - .
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YES

NG | 10. Questionnaire  {Place an X" in the proper column)

a. Is this the official copy of the series?
Hnot. whereigsit? "~

b. Does the series contain confidential information requiring security handling? if yes, clte law or regilation.

¢. s this a vital record?

b b

d. Does this series have historical or Iong term research value? s

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these

“E

documents be scheduled separately?
ined in thi blished? If

g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?
If yes, attach copy,

>

h. Is there a duplication of this series in your office, or in another office or agency?
X i ves. where? Partial duplication in Accounting and Grants Management

X i. 15 this series for 3 major portion of it} regularly migofiimed?

X i. Does the record series result in a computer printout?

11. Retention Requirements The following requires the series to be kept:

a. State Law years. d. Audit period

years.

b. Statute of limitation ) years. e. Administrative need

c. Federal law years. f. Federal retention instructions

years.

Attach copy or excert of laws or regulations. Explain administrative need.

-~

12

Approved Disposition lnstructions_ This agency recommends that the file series be cut off at the end of each:

O Calendar Year; [ Fiscal Year; [1 Other

then,

@ Holdinthe currentfilesarea ________monthi{s) ___ 1 _ year(s); then
O Transfer to local holding area; hold ____ __vear{s}; then

O Transfer to State Records Center;hold _________year(s); then

& Destroy.

O Transfer to State Archives for permanent retention.

0O Other (Specify)

These instructions apply to all prior and future accumulations of the series.

| Agency Head/Designee {Signature) Date .
.%_J%MA% O;//géz? Wolbr, # MWQW_

Recommendations in para- ' : AF_
graph 12 are approved. State Auditor/Designes )

(If disapproved, attach letter
of explanation.) Semn%tefmsignee ' W& JW

Records Management Officer (Signature]

Ry
___""--
2
o
'L} .

State Records Comrnnm {Signatum}
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Attorney General/Designee 2
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